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Getting  a  Business  Started 'is  also  available  online  through 
CitySearch?  at  www.citysearch7.com/bizguide. 

CitySearch7,  in  partnership  with  Channel  7/ABC,  provides  a 
centralized  information  resource  on  the  Internet  incorpo- 
rating everything  about  the  community,  businesses,  events 
and  entertainment  in  San  Francisco.  For  more  information 
about  CitySearch7,  please  call  us  at  (415)  437-3110,  e-mail 
us  at  info@citysearch.com  or  write  us  at  680  Eighth  Street, 
Suite  240,  San  Francisco,  CA  94103. 
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Welcome  to  the  San  Francisco  Business  Team! 

San  Francisco,  at  the  threshold  to  the  21st  Century,  presents 
a  commercial  opportunity  that  rivals  Gold  Rush  Days  —  to 
enter  the  world  of  business  for  the  first  time,  improve  on 
what  has  been  done  by  others,  do  or  make  something  or 

 ^  x  has  not  been  seen  before.  The  City  offers 
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Willie  L  Brown,  Jr. 
Mayor 

City  and  County  of  San  Francisco 
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Welcome  to  the  San  Francisco  Business  Team! 


San  Francisco,  at  the  threshold  to  the  21st  Century,  presents 
a  commercial  opportunity  that  rivals  Gold  Rush  Days  —  to 
enter  the  world  of  business  for  the  first  time,  improve  on 
what  has  been  done  by  others,  do  or  make  something  or 
offer  a  service  that  has  not  been  seen  before.  The  City  offers 


an  unbeatable  combination  of  resources,  potential  clientele  and  a  government  ready 
to  help  you. 

Research,  education  and  multimedia  facilities  in  and  around  San  Francisco  rival 
those  anywhere  in  the  world.  Resident  expertise  in  all  fields,  world-class  tourist 
attractions  and  a  metropolitan  setting  of  incomparable  beauty  annually  lure  record- 
breaking  numbers  of  businesses  and  convention  travelers  as  well  as  casual  visitors. 

The  City's  population  is  both  cosmopolitan  and  "down-home"  and  constitutes  a 
commercial  market  with  needs  ranging  from  the  everyday  commonplace  to  the 
extraordinarily  sophisticated.  As  a  hub  of  business  activity,  downtown  San  Francisco 
swells  during  the  day  to  double  the  number  of  full-time  City  residents.  Entertainment, 
movie-making,  computers,  import-export,  science,  fashion,  food  and  finance  — 
every  industry  invents,  succeeds  and  excels  itself  in  the  San  Francisco  Bay  Area. 

You  have  chosen  the  right  time  and  the  right  place  for  your  new  business.  This  booklet 
introduces  the  steps  to  take  to  make  your  ideas  a  reality.  We  look  forward  to  working 
with  you. 


Willie  L.  Brown,  Jr. 
Mayor 

City  and  County  of  San  Francisco 


How  to  Use  This  Book 


Starting  or  expanding  your  business  is  an  exciting  undertaking,  and  the  last  thing 
you  want  to  worry  about  is  fulfilling  government  requirements.  This  booklet  was 
designed  to  help  you  through  the  "maze"  of  government  rules  and  regulations 
involving  business  establishments.  Because  you  want  to  begin  doing  business  without 
delay,  there  is  a  very  strong  tendency  to  ignore  or  gloss  over  government  requirements. 
Do  not  give  in  to  such  a  tendency.  It  almost  always  creates  problems  that  can  become 
very  costly  to  your  business. 

You  will  find  that  dealing  with  government  agencies  in  San  Francisco  does  not  have  to  be 
a  stressful  experience.  We  want  to  put  you  on  the  right  track  —  to  the  right  City  offices, 
organizations  and  services  —  to  help  you  start  or  expand  your  business.  That's  why 
we've  published  this  book. 

You  will  find  factual,  up-to-date  and  easy-to-understand  answers  important  to  your  doing 
business  in  San  Francisco.  In  Sections  I,  II,  and  III,  we  take  you  through  the  process  of 
local  business  registration,  licenses  and  permits.  We  offer  you  a  basic  guide  to  state  and 
federal  tax,  license  and  other  requirements. 

Section  IV  is  a  brief  description  of  the  Mayor's  Office  of  Economic  Development  (MOED) 


and  other  relevant  City  departments. 


Section  V  has  a  Checklist  to  help  you  track  things  to  do  while  requirements  may  vary 
from  one  business  to  another.  We  believe  it's  a  useful  tool,  and  when  you  plan  to  expand, 
this  checklist  will  again  come  in  handy. 


Finally,  in  Section  VI,  we  offer  a  Resource  Directory.  It  lists  city  government,  nonprofit 
and  other  organizations  that  provide  technical  help  and  services  to  small  businesses. 
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I.  Local  Requirements 
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When  starting  a  business,  your  first  priority  is  to  check 
if  anyone  else  is  using  the  name  you  propose  for  your 
business.  Next,  be  sure  to  investigate  city  taxes  and 
zoning  matters.  Before  applying  for  your  Fictitious 
Business  Name,  you  must  register  your  business  with 
the  City's  Tax  Collector. 

All  new,  renewal,  addition,  withdrawal  or  abandonments 
of  Fictitious  Business  Names  Statements  must  be 
accompanied  by  the  original  Tax  Registration  Certificate 
or  a  Temporary  Verification  of  Registration  form.  Both 
are  provided  by  the  Tax  Collector. 
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I.  Local  Requirements 


Fictitious  Business  Name  Registration 

What  to  do,  who  files:  As  required  by  the  Business  &  Professions  Code  Section  17910, 
every  person  who  regularly  transacts  business  in  this  State  for  profit  under  a  fictitious 
name  shall  file  a  fictitious  business  name  statement  not  later  than  40  days  from  the  time 
he  or  she  commences  to  transact  such  business. 

An  individual  name  is  said  to  be  fictitious  if  it  does  not  include  the  surname.  Example: 
If  an  individual's  name  is  Joe  Brown  and  the  name  being  registered  is  Joe  Smith,  then  the 
name  is  fictitious.  However,  if  the  name  being  registered  is  Joe  Brown  Flower  Shop,  then 
the  name  becomes  fictitious  because  although  the  name  includes  the  surname  of  the 
individual,  the  real  name  is  only  Joe  Brown,  not  Joe  Brown  Flower  Shop.  If  anything  is 
added  to  the  real  name,  the  name  becomes  fictitious.  If  the  name  suggests  the  existence 
of  additional  owners,  then  the  name  is  fictitious.  Example:  Joe  Brown  and  Associates. 

First  step:  On  the  computer  at  the  County  Clerk-Recorder's  Office,  search  the  Fictitious 
Business  Name  indices  for  the  past  five  years.  Make  sure  that  no  one  else  has  registered 
your  intended  business  name. 

Next:  Register  your  business  with  the  Tax  Collector,  (415)  554-4400. 

Then:  Fill  out  the  Fictitious  Business  Name  Statement  form  and  submit  it  to  the  County 
Clerk-Recorder's  Office,  with  the  appropriate  fees  and  original  proof  of  tax  registration 
(Temporary  Verification  of  Registration  Form  or  current  Business  License).  Fee  schedules 
are  available  at  the  County  Clerk-Recorder. 

Finally:  Publish  your  Fictitious  Business  Name  Statement  in  a  court  approved  newspaper 
within  30  days  after  filing  the  statement.  Publishing  should  be  done  once  every  week  for 
four  consecutive  weeks. 

Where  you  should  file:  A  fictitious  name  must  be  filed  in  the  county  where  the  principal 
place  of  business  is  located.  For  businesses  having  their  location  outside  of  California, 
statements  should  be  filed  with  the  clerk  of  Sacramento  County.   


County  Clerk-Recorder 
875  Stevenson  Street 
Room  100,  Section  C 


Tel:  (415)  554-4176 
Fax:  (415)  554-4179 


San  Francisco,  CA  94103 


Place  to  File  and  Register 


Hours:  8:00  AM  -  4:00  PM 


□ 


I.  Local  Requirements 


Business  Tax 

What  to  do,  who  registers:  Initially,  before  you  open  your  business  to  the  public,  you 
must  register  with  the  Tax  Collector.  The  registration  fee  ranges  from  $25  to  $500  annually. 

When  you  register,  the  Tax  Collector  will  check  the  City  and  County  of  San  Francisco 
records  to  see  if  you  owe  any  business,  payroll  or  other  unsecured  taxes  or  license  fees. 
If  not,  you  will  receive  a  Business  Tax  Registration  Certificate. 

Every  year  thereafter,  every  business,  sole  proprietor,  partnership  or  corporation  operat- 
ing in  the  City  or  County  of  San  Francisco  must  continue  to  pay  the  registration  fee. 

This  requirement  to  register  and  pay  an  annual  fee  became  effective  in  September  1988. 
Be  sure  to  check  with  the  Taxpayer  Assistant  to  see  how  you  may  be  affected  under  the 
rules  for  new  and  existing  registrations. 

You  are  required  to  file  an  annual  tax  statement,  whether  or  not  you  owe  any  business 
taxes.  It  is  the  taxpayer's  responsibility  to  obtain  and  file  the  tax  statement  from  the  Tax 
Collector's  Office  if  you  did  not  receive  your  annual  statement  in  the  mail. 

Every  business  owner  must:  Prominently  post  the  Business  Registration  Certificate 
where  the  public  can  see  it  at  your  place  of  business. 

Why  you  should  comply:  What  if  you  don't  pay  taxes  or  fees  on  time?  What  if  your 
Business  Registration  Certificate  isn't  displayed  where  the  public  can  see  it?  Any  person 
who  fails  to  register  or  to  furnish  any  required  return  or  other  data  as  required  by  the 
Tax  Collector  is  guilty  of  a  misdemeanor,  which  is  punishable  by  fine,  imprisonment  or 
both.  An  individual  not  in  compliance  is  guilty  of  a  separate  offense  for  each  and  every 
day  of  the  violating  period.  *  %^ 


Place  to  Register 

Tax  Collector 
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Taxpayer  Assistance 
875  Stevenson  Street, 
Room  220 
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San  Francisco,  CA  94103 


Tel:  (415)  554-4400 
Fax:  (415)  554-6207 


Hours:  8:00  AM  -  4:30  PM 
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I.  Local  Requirements 


Zoning 


What  to  do,  who  inquires:  Before  applying  for  your  business  license,  be  sure  to  check 
with  the  Zoning  Center  to  determine  whether  you  are  allowed  to  conduct  business  in  the 
location  or  area  you  have  selected.  This  applies  even  if  you  plan  to  do  business  out  of 
your  home. 

If  you  have  a  specific  address  in  mind,  or  just  a  general  neighborhood  location,  the 
zoning  staff  will  be  able  to  tell  you  whether  your  type  of  business  will  be  permitted  there. 

If  you  are  unable  to  come  to  the  Zoning  Center,  for  whatever  reason,  you  can  send  a 
written  request  with  a  $75  fee  for  a  response  to  your  request  (no  cash,  please). 

Why  you  should  comply:  If  you  tie  yourself  to  an  area  or  space  you  cannot  use  because 
of  conflict  with  zoning  regulations,  you  can  lose  your  rent  deposit  along  with  any 
improvements  you  may  have  made. 

Your  neighbors  and  other  businesses  in  or  near  your  location  may  complain,  and  you 
could  be  forced  to  leave. 


A  City  Inspector  could  determine  that  you're  operating  a  business  illegally  and  force 
you  to  close. 
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Place  to  Inquire 

Zoning  Center 

City  Planning  Information  Center 
1660  Mission  Street,  1st  Floor 
San  Francisco,  CA  94102 
Tel:  (415)  558-6377 
Fax:  (415)  558-6409 
Hours:  8:00  AM  -  5:00  PM 
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I.  Local  Requirements 


Licenses 


What  to  do,  who  applies:  Visit  the  License  Division  before  you  begin  operating  your 
business.  The  License  Division  will  identify  whether  your  type  of  business  needs  a  City 
license  or  a  permit.  Most  businesses  will  also  require  State  Licenses  (See  Section  n), 
but  check  with  the  License  Division  first. 

Business  License 

Various  city  departments  administer  regulations  dealing  with  specific  businesses.  Once 
you  determine  which  licenses  or  permits  are  required  for  your  business,  check  with  the 
appropriate  department  for  its  application  procedures  and  requirements. 

Sometimes  a  business  has  to  pass  a  number  of  inspections  to  receive  a  license  or  a 
permit  to  operate.  Fees  vary,  depending  on  the  type  of  business  and  its  licensing 
requirements.  Examples  of  businesses  administered  by  specific  City  departments  include: 

Food  service,  food  product  and  marketing,  and  laundry  businesses:  Retail  and  whole- 
sale food  (restaurants,  markets,  liquor  stores,  bars,  delicatessens,  food  carts/mobile 
food  vehicles,  food  manufacturing/processing,  etc.),  commercial  laundry  and/or  dry 
cleaning  operations,  public  bathing/swimming/spas,  underground  storage  of  petroleum 
products,  hazardous  materials/waste  and  medical  waste. 
Department  of  Public  Health/Bureau  of  Environmental  Health 
101  Grove  Street,  Room  217 
San  Francisco,  CA  94102 
Tel:  (415)  554-2770 

Taxi  cabs,  street  vendors,  massage  parlors,  dance  halls  and 
places  of  entertainment: 

Police  Department 
850  Bryant  Street,  Room  458 
San  Francisco,  CA  94103  T 
Tel:  (415)  553-1115 
Fax:  (415)  553-7969 


I.  Local  Requirements 


Gas  stations,  parking  lots  and  repair  garages: 

Fire  Department 

260  Golden  Gate  Avenue,  Room  327 
San  Francisco,  CA  94102 
Tel:  (415)  558-3300 

Apartment  houses  and  condominiums  (of  three  dwelling  units  or  more) 
or  hotels  (of  six  guest  rooms  or  more): 

Department  of  Building  Inspection 
1660  Mission  Street,  6th  Floor 
San  Francisco,  CA  94102 
Tel:  (415)  558-6220 
Fax:  (415)  558-6249 

Why  you  should  comply:  If  you're  found  operating  a  business  without  a  license  or 
permit,  you  can  be  charged  a  penalty  or  forced  to  close  entirely. 
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I.  Local  Requirements 


Permit  Application  for  Construction:  Alterations,  Repairs  and  Remodeling 

When  you  need  a  permit:  If  you  are  changing,  improving  or  doing  any  work  in  the 
physical  space  that  your  business  occupies,  you  must  apply  for  a  Building  Permit.  You 
do  not  need  a  permit  if  you  are  only  recarpeting  or  repainting,  but  almost  any  other  work 
requires  a  permit,  including  plumbing,  electrical  work  and  installations  of  counters  and 
shelves.  You  may  also  need  to  apply  for  a  permit  if  you  are  changing  the  use  of  a  space, 
even  if  you  do  not  do  any  construction. 

If  you  are  uncertain  about  whether  a  permit  is  needed  for  the  work  you  plan  to  do,  you 
can  call  the  Customer  Service  Division  or  visit  the  San  Francisco  Permit  Center.  Code 
specialists  are  available  to  answer  your  questions  by  phone,  or  a  brief  appointment  can 
be  arranged  if  necessary. 

How  to  apply  for  a  permit:  Building  permit  applications  are  reviewed  at  the  San  Francisco 
Permit  Center.  You  will  need  to  submit  plans  (drawings)  of  the  work  you  plan  to  do.  For 
extensive  or  complicated  work,  such  as,  moving  walls,  or  extensive  interior  demolition 
or  remodeling  you  may  need  to  hire  a  professional  architect  or  engineer  to  provide 
detailed  drawings. 

Many  permits  for  minor  alterations  can  be  approved  and  issued  "over  the  counter" 
requiring  only  one  visit.  If  this  is  not  possible,  the  application  will  be  taken  in  for  further 
review  and  you  will  be  advised  by  postcard  when  the  permit  will  be  ready  for  issuance. 
Allow  sufficient  time  for  permit  processing  and  construction  before  scheduling  your 
business  opening. 

A  fee  is  required  upon  issuance  of  the  permit.  You  may  also  be  required  to  pay  a  partial 
fee  if  the  application  being  reviewed  cannot  be  completed  over  the  counter.  The  permit 
fees  vary  depending  on  the  amount  of  construction  work  being  performed.  Fee  schedules 
are  available  at  the  San  Francisco  Permit  Center. 

Why  you  should  comply:  You  could  be  penalized  and  required  to  undo  construction 
if  you  do  not  obtain  a  permit  beforehand.  For  public  safety,  the  work  that  you  do  must 
comply  with  all  applicable  codes. 


Where  to  Apply 

San  Francisco  Permit  Center 
Department  of  Building  Inspection 
Customer  Service  Division 
1660  Mission  Street 
San  Francisco,  CA  94103 
Tel:  (415)  558-6088 
Fax:  (415)  558-6401 
Hours:  8:00  AM  -  4:30  PM 
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II.  State  Requirements 


Seller's  Permit 

What  to  do,  who  does  it:  If  you  intend  to  sell  or  lease  goods,  you'll  need  to  obtain  a 
Seller's  Permit  before  you  open  your  business.  Call  or  visit  the  State  Board  of 
Equalization  to  determine  if  your  business  needs  a  Seller's  Permit. 

To  obtain  a  Seller's  Permit: 

■  You  must  operate  your  business  from  a  physical  location.  (A  mail  drop  is  not  acceptable.) 

■  Be  ready  to  begin  sales  within  30  days  of  application. 

■  Be  prepared  to  estimate  monthly  sales. 

When  you  apply  for  a  Seller's  Permit: 

■  Bring  general  information  about  your  business  including  name/address  of  your 
accountant,  estimated  business  expenses  and  an  estimate  of  your  taxable  and 
non-taxable  sales. 

■  Bring  the  driver's  license  number  and  Social  Security  number  of  each  individual  or  partner 
and  a  copy  of  your  incorporation  papers  if  your  business  will  operate  as  a  corporation. 

■  If  you  purchase  an  existing  business,  you  will  need  the  name  and  seller's  permit 
number  of  the  former  owner  and  information  from  the  purchase  agreement. 

There  is  no  fee  for  a  Seller's  Permit,  but  you  may  be  required  to  post  a  security  deposit 
to  ensure  payment  of  the  Sales  Tax.  Tax  Return  forms  will  be  sent  to  you.  File  them  as 
the  Board  of  Equalization  directs.  The  Board  will  automatically  register  you  with  the 
Employment  Development  Department  (EDD)  if  you  have  employees  and  have  not 
previously  registered  with  EDD.  In  addition,  the  Board  conducts  a  sales  tax  class  for 
business  owners. 

Why  you  should  comply:  It  is  a  misdemeanor  to  engage  in  business  as  a  seller  without  a 
Seller's  Permit.  If  the  Board  discovers  you  are  operating  without  a  Permit,  you  will  pay  a 
penalty,  as  well  as  any  back  taxes  owed. 
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Places  to  Inquire 

State  Board  of  Equalization 
50  Fremont  Street,  Suite  1400 


San  Francisco,  CA  94105 
Tel:  (415)  396-9800 


Hours:  8:00  AM -5:00  PM 


II.  State  Requirements 


Licenses 


What  to  do,  who  does  it:  Many  businesses  do  not  require  a  state  license;  requirements 
are  very  specialized.  For  example:  contractors,  hairdressers,  realtors,  etc.  To  determine 
whether  you  need  one  or  not,  call  1-800-303-6600.  Please  note  that  the  Office  of  Small 
Business  is  a  source  for  licensing  information  only;  it  does  not  issue  licenses. 

If  you  find  out  you  do  need  a  state  license,  there  are  over  50  state  departments,  bureaus, 
offices,  etc.,  that  issue  over  500  licenses  and  permits  and  register  professionals  and 
businesses.  Telephone  numbers  of  the  various  bureaus  should  be  listed  in  the  white 
pages  of  the  telephone  book  under  State  Government  Offices. 

Contact  the  bureau  in  charge  of  licensing  your  type  of  business,  and  ask  that  an  applica- 
tion be  sent.  Fees  vary  from  bureau  to  bureau.  A  written  or  oral  examination  is  required 
for  some  professions  before  a  license  can  be  issued.  Some  licenses  have  educational  or 
experience  requirements. 

Why  you  should  comply:  If  a  complaint  is  received  about  your  business,  the  local  District 
Attorney  or  State  Attorney  General's  Office  will  investigate.  If  it's  found  that  your  business 
is  not  licensed  and  should  be,  you  will  be  in  violation  of  the  law  and  can  be  fined  and 
possibly  prosecuted. 


Places  to  Inquire 

Department  of  Consumer  Affairs 

(Issues  licenses  to  180  different  professions) 

400  R  Street 

Sacramento,  CA  95814 

Tel:  (916)  445-1254 

Tel:  (800)  344-9940 

TDD:  (916)  322-1700 

California  Trade  and  Commerce  Agency 
Office  of  Small  Business 
801  K  Street,  Suite  1700 
Sacramento,  CA  95814 
Tel:  (916)  324-1295 
Hours:  8:00  AM -5:00  PM 

Small  Business  Help-Line  in  Sacramento 
Tel:  (916)  327-4357 
Tel:  (800)  303-6600 

Team  California  Program  (An  outreach  program 
available  to  businesses  that  need  technical 
assistance  or  local  or  state  information) 
Tel:  (800)  326-2606 
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II.  State  Requirements 


Workers1  Compensation  Insurance 

What  to  do,  who  does  it:  All  employers  are  required  to  carry  Workers'  Compensation 
Insurance.  It  covers  your  employee  (s)  for  work-related  injuries.  To  get  an  insurance 
policy,  go  to  any  insurance  company  that  issues  Workers'  Compensation  Insurance, 
such  as: 

State  Compensation  Insurance  Fund 
150  Fourth  Street,  Suite  400 
San  Francisco,  CA  94103-3047 
Tel:  (415)  974-8000 

Why  you  should  comply:  It  is  the  law.  If  an  employee  is  hurt  on  the  job,  or  gets  a  work- 
related  injury  and  files  a  claim  with  the  State,  you're  responsible  for  all  costs  associated 
with  that  claim.  Also,  if  you  do  not  carry  Workers'  Compensation  Insurance,  the 
California  Labor  Commission  can  charge  you  a  penalty  or  even  close  your  business. 


Places  to  Inquire 

California  Industrial  Relations  Department 

30  Van  Ness  Avenue,  Room  3700 

San  Francisco,  CA  94102 

Tel:  (415)  557-1954 

Fax:  (415)  557-1617 

Hours:  8:00 AM-  5:00 PM 


II.  State  Requirements 


Withholding,  Insurance,  Taxes 


What  to  do,  who  does  it:  There  are  specific  State  requirements  for  taxes  and  insurance 
regarding  an  employee.  As  an  employer,  you  must  comply  with  the  requirements.  It  is 
important  to  work  with  your  accountant  on  these  issues. 

Register  with  the  Employment  Development  Department  (EDD)  within  15  days  after 
paying  more  than  $100  in  wages  per  calendar  quarter  to  an  employee. 

EDD's  tax  branch  is  responsible  for  the  collection  of  four  employment-related  taxes: 
Unemployment  insurance,  disability  insurance,  employment  training  and  state  personal 
income  tax  withholding. 

According  to  the  U.S.  Internal  Revenue  Service,  an  employee  is:  "Anyone  who  performs 
services  that  can  be  controlled  by  an  employer."  This  means  that  if  you're  a  "home 
worker,"  such  as  a  maid  or  cook,  you're  an  employee.  If  you're  in  business  for  yourself, 
you're  not  an  employee. 

The  following  requirements  apply  only  if  you  hire  employees: 

■  Withholding  State  Disability  Insurance:  Covers  employees  for  non-occupational 

illness  and/or  injury. 

■  Withholding  State  Personal  Income  Tax:  Based  on  the  number  of  deductions  your 
employee  requests  on  IRS  Form  W-4  or  EDD  Form  DE4.  You  need  to  withhold  a 
portion  of  the  employee's  wages  and  send  these  funds  to  the  State  at  the  time  you  make 
your  federal  withholding  tax  deposits. 

■  State  Unemployment  Insurance:  Covers  employees  for  periods  of  unemployment 
which  are  not  their  fault,  such  as  business  slowdown  or  seasonally.  Your  employer  tax 
rate  depends  upon  your  business'  previous  employment  history. 

■  Employment  Training  Tax:  A  contribution  is  taken  from  your  tax  to  support  a  unique 
job  training  program  that  matches  the  needs  of  employers  for  skilled  workers  with  the 
needs  of  workers  for  good  jobs. 

Note:  If  you've  already  applied  to  the  State  Board  of  Equalization  for  a  State  Sales  Tax 
Permit,  that  agency  can  assist  you  in  filing  for  an  employer  account  number. 


Why  you  should  comply:  If  it  is  discovered  that 
you  don't  withhold  State  Disability  Insurance  and 
State  Personal  Income  Tax  from  your  employee  (s) 
paycheck,  you'll  be  responsible  for  paying  these 
costs  yourself,  along  with  penalties  and  charges  for 
late  payments. 


Places  to  Inquire 

Employment  Development  Department 
745  Franklin  Street,  Room  302 
San  Francisco,  CA  94102 
Tel:  (415)  929-5700 
Hours:  7:30  AM -5:30  PM 


II.  State  Requirements 


Department  of  Alcoholic  Beverage  Control 

Any  person  wishing  to  obtain  an  Alcoholic  Beverage  License  should  apply  at  the  nearest 
Office  of  the  Department  of  Alcoholic  Beverage  Control.  All  parties  concerned,  applicants 
for  new  licenses  or  transferors  (present  licensees)  and  transferees  (applicants),  should 
be  present.  It  is  not  feasible  to  accept  applications  by  mail  since  considerable  detailed 
personal  information  is  required,  including  fingerprints  of  all  individual  applicants, 
managers  and  managing  officers  of  applicant  corporations.  Moreover,  it  is  desirable  for 
an  employee  of  the  Department  to  advise  all  applicants  in  person  of  pertinent  laws,  rules 
and  regulations.  Also,  in  the  case  of  a  transfer,  the  transferee  may  desire  information 
regarding  a  temporary  permit. 


For  More  Information 

State  of  California 

Department  of  Alcoholic  Beverage  Control 
Building  4 

185  Berry  Street  (3rd  and  4th  Streets) 
San  Francisco,  CA  94107 
Tel:  (415)  557-3660 
Hours:  8:00  AM  -  4:30  PM 


III.  Federal  Requirements 


Business  Tax 

What  to  do,  who  does  it:  All  businesses  are  required  to  file  tax  returns.  Also,  you  may 
have  to  report  certain  business  information  to  the  Internal  Revenue  Service  (IRS),  and 
in  some  cases  withhold  employee  taxes. 

Contact  the  IRS  for  information  and  instructions.  The  IRS  has  publications  that  describe 
general  requirements  and  give  help  in  developing  a  system  for  ongoing  tax  reporting. 
Publications  for  small  business  include: 

■  Publication  334  -  Tax  Guide  for  Small  Business 

■  Publication  583  -  Taxpayers  Starting  a  Business 

■  Publication  552  -  Record-keeping  for  Individuals  and  a  list  of  Tax  Publications 

■  Publication  509  -  Tax  Calendar 

Taxpayer  Identification  Number:  You'll  need  to  obtain  a  Taxpayer  Identification  Number 
(TIN).  It  can  be  either  your  Social  Security  Number  (SSN)  or  your  Employer 
Identification  Number  (EIN).  Most  small  businesses  need  an  EIN  even  if  they  don't 
have  employees.  Publication  583  gives  information  on  an  EIN  and  how  to  apply  for  it 
with  the  IRS. 

Federal  Business  Income  Tax:  Every  type  of  business  has  to  file  business  income 
tax.  Corporations  pay  tax  separate  from  share-owners.  Sole  Proprietorship,  General 
Partnership  and  Subchapter  S  Corporations  are  taxed  as  an  individual.  Check  with  the 
IRS  to  determine  the  tax  forms  you  need. 

Self-Employment  Tax:  Everyone  is  responsible  for  paying  Social  Security  Tax.  If  you're 
self-employed,  your  Social  Security  contribution  is  made  through  the  Self-Employment 
Tax.  Check  with  the  IRS  to  determine  which  tax  forms  you  should  use  for  your  particular 
type  of  business. 

Excise  Tax:  You  may  have  to  pay  Excise  Tax  if  you  produce  or  sell 
certain  products,  such  as,  chemicals,  alcoholic  beverages,  tobacco, 


III.  Federal  Requirements 


Withholding  -  Taxes  for  employers:  If  you  have  employees,  it  is  necessary  to: 

■  Withhold  income  tax  from  each  employee's  paycheck. 

■  Withhold  Social  Security  Tax  (known  as  Federal  Insurance  Contributions  Act  -  FICA.) 

■  Be  liable  for  an  employer's  portion  of  Social  Security  Taxes,  in  addition  to  the  tax 
withheld  from  each  employee. 

■  Pay  Federal  Unemployment  Tax  (FUTA)  under  certain  circumstances. 

For  full  information  on  all  of  the  above,  see  or  call  the  IRS  for  appropriate  publications 
and  tax  forms. 

Why  you  should  comply:  Consequences  for  not  reporting  or  paying  taxes  vary.  At  the  very 
least,  you  may  get  audited  and/or  assessed  penalties.  The  IRS  can  close  your  business 
and  attach  your  assets.  Getting  bank  loans  will  prove  difficult  as  loan  applications  require 
tax  returns.  Underestimating  your  tax  and  income  is  also  not  advisable.  The  bank  to 
which  you  apply  may  think  you  don't  have  enough  money  to  repay  the  loan. 

Small  business  tax  workshops:  The  Internal  Revenue  Service  sponsors  workshops  to 
educate  people  involved  in  small  businesses  about  their  rights  and  responsibilities  as 
business  taxpayers.  These  workshops  are  free  and  are  held  once  a  month  at  the  Federal 
Building.  Registration  is  not  required;  call  the  Taxpayer'  Education  Office  for  more 
information  or  for  a  schedule  of  the  dates  and  times.  Topics  covered  include: 

■  The  tax  advantages  and  disadvantages  of  various  forms  of  business  organizations. 

■  What  records  to  keep  and  how  to  keep  them. 

■  How  to  use  Federal  Tax  Deposit  Coupons,  and  how  to  fill  out  other  tax  forms. 

■  What  help  is  available  and  how  to  get  it. 

If  you  need  forms  or  publications,  you  can  pick  them  up  at  the  IRS  office  or  call  the  800 
number  below  to  order  by  phone. 


Places  to  Inquire  for  Workshops 
in  San  Francisco 

Internal  Revenue  Service  (IRS) 
Federal  Building 

450  Golden  Gate  Avenue,  Main  Floor 
San  Francisco,  CA  94102 
Tel:  (800)  829-3676 
Hours:  8:00  AM  -  4:30  PM 

Taxpayer  Education  Office 
Tel:  (800)  829-1040 
Tel:  (510)  637-2473 


IV.  City  Departments 


Americans  with  Disabilities  Act  (ADA) 

The  Americans  with  Disabilities  Act  prohibits  public  accommodations  from  discriminating 
against  people  with  disabilities.  Public  accommodations  include  the  type  of  businesses 
and  services  that  are  used  every  day.  Examples  include:  hotels,  restaurants,  dry  cleaners, 
grocery  stores,  schools  and  parks. 

The  ADA  prohibits  public  accommodations  from  excluding  or  refusing  to  serve  a  person 
with  a  disability.  Public  accommodations  are  required  to  make  physical  access  changes 
in  existing  buildings  if  such  changes  are  "readily  achievable"  —  that  is,  if  they  can  be 
accomplished  "without  much  difficulty  or  expense."  An  example  would  be  placing  a 
ramp  over  one  or  two  steps  into  a  store. 

New  construction  and  alterations  provisions  extend  beyond  the  listed  public  accommo- 
dations and  include  all  commercial  facilities,  which  include  all  non-residential  buildings 
whose  operations  will  affect  commerce.  All  new  construction  must  be  accessible. 

Commercial  facilities  undergoing  renovation,  including  public  accommodations,  must 
make  the  renovated  area  accessible.  In  the  case  of  renovations  in  primary  function  areas, 
an  accessible  path  of  travel  and  accessible  facilities  are  required  as  well,  so  long  as  such 
accessibility  changes  are  not  disproportionate  to  the  alterations  being  done. 

There  is  an  elevator  exemption  for  new  construction  and  alterations  in  buildings  of  less 
than  three  floors  or  less  than  3,000  square  feet  per  floor. 


IV.  City  Departments 


Business  Incentives 


Incentives  for  doing  business  in  San  Francisco  include  The  San  Francisco  Enterprise 
Zone,  The  New  Jobs  Tax  Credit,  The  MBE/WBE/LBE  Program  and  The  San  Francisco 
Recycling  Program. 

The  San  Francisco  Enterprise  Zone 

Effective  May  28, 1991,  San  Francisco  won  the  right  to  "Enterprise  Zone"  designation. 
Businesses  located  in  the  zone  are  entitled  to  certain  benefits,  including  state  and  local 
hiring  tax  credits,  state  tax  credits,  accelerated  depreciation  for  purchase  of  certain 
machinery  and  equipment  and  eligibility  for  a  variety  of  below-market  loan  programs. 

As  of  July  1, 1993,  City  Enterprise  Zone  Hiring  Tax  Credits  were  expanded  as  follows: 

■  100%  -  years  one  and  two 

■  50%  -  years  three  and  four 

■  23%  -  years  five  and  six 

■  15%  -  years  seven  and  eight 

■  10%  -  years  nine  and  ten 

For  additional  literature  regarding  the  Enterprise  Zone,  the  Hiring  Tax  Credit  and  other 
benefits  call: 

Mayor's  Office  of  Economic  Development  (MOED) 
401  Van  Ness  Avenue,  Room  339 
San  Francisco,  CA  94102 
Tel:  (415)  554-6969 

New  Jobs  Tax  Credit 

Job  creation  in  San  Francisco  is  vital  to  our  healthy  economy.  In  an  effort  to  facilitate  new 
jobs,  the  City's  New  Jobs  Tax  Credit,  established  in  1993,  provides  payroll  Expense  Tax 
and  Business  Tax  Credits  for  permanent  jobs  in  the  City  and  County  of  San  Francisco.  For 
the  first  year,  the  credit  is  100%  of  the  payroll  expense  tax  and  50%  for  the  second  year. 
For  further  information  and  worksheets  on  the  New  Jobs  Tax  Credit  call: 

Tax  Collector's  Office 
875  Stevenson  Street,  Room  220 
San  Francisco,  CA  94103 
Tel:  (415)  554-4400 
Hours:  8:00  AM  -  5:00  PM 
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IV.  City  Departments 


The  MBE/WBE/LBE  Program 

San  Francisco's  Minority/Woman/Locally  Owned  Business  Enterprise  Program 
(MBE/WBE/LBE  Program)  is  a  comprehensive  effort  by  the  City  and  County  of  San 
Francisco  to  work  towards  parity  for  minority  and  woman  owned  businesses  in  City 
prime  contracts.  City  departments  are  required  to  make  good  faith  efforts  to  include 
MBE/WBE  in  their  contracting  practices. 

The  purpose  of  this  program  is  to  develop  the  status  and  capability  of  MBE/WBE  as 
prime  contractors  with  the  City  and  to  offset  some  of  the  economic  disadvantages  Local 
Businesses  (LBE)  face  that  are  not  shared  by  non-local  firms.  For  more  information  call: 
Human  Rights  Commission 
25  Van  Ness  Avenue,  Suite  800 
San  Francisco,  a  94102 
Tel:  (415)  252-2500 
Hours:  8:00  AM -5:00  PM 


Department  of  Public  Health,  Bureau  of  Environmental  Health  Management 

This  bureau  handles  the  following: 

■  Permits  for  all  food  establishments; 

■  Permits  for  Hazardous  Material  Storage; 

■  Permits  for  the  operation  of  Underground  Storage  Tank  Operation; 

■  Permits  for  swimming  pools,  spas  and  wells;  and 

■  Plan  checking  process  for  any  rehabilitation  or  new  construction  of  food  facilities. 
For  more  information  call: 

Bureau  of  Environmental  Health  Management 
Fox  Plaza 

1390  Market  Street,  Room  210 
San  Francisco,  CA  94102 
Food: 

HazMAT  Storage  and  Underground  Storage  Tank  Permits: 
Certificate  of  Registration  for  Hazardous  Materials: 
Swimming  Pools,  Spas  and  Wells: 


IV.  City  Departments 


The  San  Francisco  Recycling  Market  Development  Zone 

The  San  Francisco  Recycling  Market  Development  Zone  (Zone)  was  created  to 
encourage  San  Francisco  businesses  to  use  recycled  paper,  plastics,  construction  and 
demolition  debris,  food  waste  and  other  materials  in  the  production  of  marketable, 
high-quality  products.  San  Francisco  has  proven  that  it  is  a  national  leader  in  recycling 
and  now  wants  to  encourage  the  City's  businesses  to  use  the  recyclable  and  compostable 
materials  collected  locally  in  their  operations. 

The  Zone  covers  all  of  San  Francisco,  including  the  Hunter's  Point  Shipyard,  Treasure 
Island  and  Presidio.  Businesses  already  located  in  San  Francisco,  and  businesses 
planning  to  locate  in  San  Francisco,  are  eligible  for  special  incentives.  The  Zone  is  a 
joint  project  of  the  San  Francisco  Recycling  Program,  San  Francisco  Enterprise  Zone 
and  Mayor's  Office  of  Economic  Development  (MOED). 

How  the  Zone  works:  San  Francisco  received  zone  status  from  the  California  Integrated 
Waste  Management  Board  on  May  23, 1995.  A  coordinator  has  been  assigned  to  assist  in 
matters  concerning  the  Zone.  We  are  now  in  the  process  of  developing  partnerships,  and 
beginning  to  assist  individual  businesses,  with  public  and  private  groups  throughout  the 
City,  including  the  Chambers  of  Commerce. 

For  information  and  assistance  call: 

Directories  of  Recycling  Collectors  (and  thus,  sources  of  feedstock) 
1145  Market  Street,  Room  401 
San  Francisco,  CA  94103 
Tel:  (415)  554-3400 

Recycling  Hotline 
Tel:  (415)  554-RECY 

Hazardous  Hotline 
Tel:  (415)  554-4333 


For  a  brochure  on  "Incentives  for  Recycling-Based  Businesses  in  San  Francisco,"  plus 
brochures  on  financial  incentives,  tax  incentives,  site  selection  and  permitting  and  job 


Place  to  Inquire 

Zone  Coordinator 
San  Francisco  Recycling  Program 
1145  Market  Street,  Room  401 
San  Francisco,  CA  94103 
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IV.  City  Departments 


Human  Rights  Commission 

For  information  on  Rules  of  Procedure  for  Nondiscrimination  in  Contracts,  contact: 

Human  Rights  Commission 
25  Van  Ness  Avenue,  Suite  800 
San  Francisco,  CA  94102 
Tel:  (415)  252-2500 
Fax:  (415)  431-5764 
Hours:  8:00  AM  -  5:00  PM 

Mayor's  Office  of  Community  Development  (MOCD) 

MOCD  administers  a  loan  fund  that  is  intended  to  extend  loan  capital  in  support  of  new 
and  existing  businesses  and  attract  emerging  industries  that  lead  to  the  creation  of  jobs 
for  low  and  moderate  income  for  San  Franciscans.  In  general,  these  funds  are  intended 
to  provide  the  "gap"  financing  that  is  needed  to  help  a  project  succeed. 

Loan  Program:  If  you  are  a  small  business  in  San  Francisco,  you  may  be  eligible  for 
these  funds  under  one  of  several  programs  administered  by  MOCD.  Interest  rates, 
repayment  terms  and  fees  (if  required)  vary  by  program,  but  generally  are  more  favorable 
than  those  available  commercially.  Projects  will  be  evaluated  based  on  business  plan, 
their  financial  soundness,  applicant's  credit  history,  demonstrated  capability  (through 
past  experience  or  training)  and  ability  to  repay  loans. 

For  more  information  call: 

Mayor's  Office  of  Community  Development  (MOCD) 

25  Van  Ness  Avenue,  Suite  700 

San  Francisco,  CA  94102 

Tel:  (415)  252-3100 

Hours:  8:00  AM  -  5:00  PM 

Nonprofit  Service  Providers 

Loan  applications  must  be  sponsored  by  a  City-funded  economic  development 
organization.  The  following  is  a  list  of  nonprofit  organizations  that  receive  City  funding. 
They  provide  loan  packaging,  management  assistance,  help  with  bidding  on  contracts, 
classes  and  seminars  and  other  services.  For  more  information  contact: 


IV.  City  Departments 
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San  Francisco  Renaissance 
The  Entrepreneurship  Center 
404  Bryant  Street 
San  Francisco,  CA  94107 
Tel:  (415)  541-8580 
Fax:  (415)  541-8589 

South  of  Market  Foundation  (SOMA) 
965  Mission  Street,  Suite  705 
San  Francisco,  CA  94103 
Tel:  (415)  512-9676 
Fax:  (415)  512-9677 

Southeast  Asian  Community  Center 
875  O'Farrell  Street 
San  Francisco,  a  94109 
Tel:  (415)  885-2743 
Fax:  (415)  885-3253 

Urban  Economic  Development  Corporation  (UEDC) 
1426  Fillmore  Street,  Suite  205 
San  Francisco,  CA  94115 
Tel:  (415)  923-0105 
Fax:  (415)  923-1704 

Women's  Initiative  for  Self  Employment 
450  Mission  Street,  Suite  402 
San  Francisco,  CA  94105 
Tel:  (415)  442-7983 
Fax:  (415)  247-9471 

Alternatives  para  Latinas  en  Autosuficiencia  (ALAS) 
(An  all-women  initiative  service  offered  in  Spanish) 
1398  Valencia  Street  (corner  of  25th  Street) 
San  Francisco,  CA  94110 
Tel:  (415)  826-5090 
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Mayor's  Office  of  Economic  Development  (MOED) 

MOED  was  developed  to  foster  and  promote  San  Francisco's  economic  vitality 
through  responding  to  the  needs  of  those  doing  business  or  wanting  to  do  business 
in  San  Francisco. 

We  recognize  that  businesses  have  individual  and  sometimes  unusual  needs  which  may 
require  unique  solutions.  Many  businesses  have  come  to  us  for  help.  We  work  to  tailor 
solutions  to  their  particular  problems.  We  provide  the  following: 

■  Information  on  the  City's  regulatory  process. 

■  Assistance  in  expediting  the  permit  process. 

■  Information  on  business  loans. 

■  Enterprise  Zone  information. 

■  Referrals  to  other  organizations  and  services. 

The  Small  Business  Advisory  Commission  consists  of  1 1  members,  appointed  by  the 
Mayor.  It  serves  to  advise  and  make  recommendations  to  the  Mayor  and  the  Board  of 
Supervisors  on  matters  relative  to  the  small  business  community. 

Unreinforced  Masonry  Program  (UMB)  provides  market  rate  and  below  market  rate 
loans  to  UMB  owners  who  must  seismically  upgrade  their  buildings.  The  UMB  Loan 
Program  will  finance  approved  seismic  work,  disabled  access/life  safety  renovations 
and  "soft"  costs,  including  contingency,  architecture/engineering,  loan  fees,  closing 
costs  and  construction  period  interest. 

Trade  and  Commerce  oversees  the  international  commercial  affairs  of  the  Mayor's  Office. 
The  primary  goal  is  to  create  new  business  opportunities  abroad  for  locally-based  firms 
and  to  facilitate  international  investment  into  San  Francisco.  Additionally,  this  division  is 
San  Francisco's  principal  conduit  to  the  international  business  and  diplomatic  community. 

San  Francisco's  Sister  City  Program  encompasses  14  relationships  thus  far  that  span  the 
world,  including:  Abidjan,  Cote  d'lvoire;  Assissi,  Italy;  Caracas,  Venezuala;  Cork,  Ireland; 
Esteli,  Nicaragua;  Haifa,  Israel;  Manila,  Philippines;  Osaka,  Japan;  Paris,  France;  Seoul, 
South  Korea;  Shanghai,  China;  Sydney,  Australia;  Taipei,  Taiwan  and  Thessaloniki,  Greece. 


Place  to  Inquire 

Mayor's  Office  of  Economic  Development  (MOED) 
401  Van  Ness  Avenue,  Room  339 
San  Francisco,  CA  94102 
Tel:  (415)  554-6969 
Fax:  (415)  554-6018 
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Mayor's  Office  of  Neighborhood  Services  (MONS) 

The  Mayor's  Office  of  Neighborhood  Sendees  works  with  San  Franciscans  to  make 
our  City  better  and  city  government  more  responsive  and  efficient. 

You  can  call,  write,  e-mail,  fax  or  walk  in  for  information  or  assistance.  This  office 
has  special  assistants  to  the  Mayor  who  work  as  liaisons  to  specific  neighborhoods, 
constituencies  and  city7  departments.  This  office  runs  the  Neighborhood  City  Halls  in 
the  Bayview,  Chinatown,  OMI/Excelsior  and  West  of  Twin  Peaks,  as  well  as  the  Mayor's 
periodic  Open  Door  days  for  meeting  the  public. 


Places  to  Inquire 

Mayor's  Office  of  Neighborhood  Services  (MONS) 

401  Van  Ness  Avenue,  Room  416 

San  Francisco,  CA  94102 

Tel:  (415)  554-7111 

Fax:  (415)  554-6474 

e-mail:  DaMayor@ci.sf.ca.us 

Bayview 
Chinatown 
OMI/Excelsior 
West  of  Twin  Peaks 


Tel:  (415)  695-5031 
Tel:  (415)  274-0640 
Tel:  (415)  3374830 
Tel:  (415)  753-7320 


Neighborhood  Beautification  Program 

Neighborhood  Beautification  and  Graffiti  Clean-Up  Fund:  Businesses  designate  up  to  1% 
of  their  business  or  payroll  tax  to  help  fund  the  program.  The  money  is  used  to  support 
neighborhood  nonprofit  organizations  for  litter  and  graffiti  removal,  as  well  as  urban 
forestry  projects  in  areas  throughout  San  Francisco. 


Place  to  Inquire 


V.  Checklist 


The  following  checklist  is  designed  to  serve  as  a  quick  step-by-step  guide 
for  tracking  your  progress  through  the  regulatory  process. 

Date  Completed 

Local  Requirements 

Fictitious  Business  Name  Registration.   

Business  Tax-Register  with  the  Tax  Collector 
(Business  Tax  Division)  for  the  Business  Tax 

Registration  Certificate.   

Zoning:  Before  finalizing  your  business  location, 
check  with  the  Zoning  Center  to  determine  that 

the  business  is  permissible  in  that  area.   

Licenses:  Check  whether  your  type  of  business 

requires  a  City  license  or  permit.   

Permit:  Secure  a  building  permit  when  applicable.   

State  Requirements 

Seller's  Permit:  If  you  intend  to  sell  or  lease  goods.   

Licenses:  Check  if  your  business  requires  a  state  license.   

Workers'  Compensation  Insurance:  Secure  a  policy 

if  you  employ  others.   

Taxes:  Check  on  State  Requirements  for  taxes  and 

insurance  regarding  employees.   

Federal  Requirements 

Contact  the  IRS  for  information  and  instructions.  


DEEP... 

PARTY 

\of  two! 


VI.  Resource  Directory 


As  you  go  about  starting  your  business,  you'll  find  in  this  section  the  names,  addresses 
and  phone  numbers  of  key  organizations  and  services  you  may  need  to  contact. 


Business  Support  Organizations 

Mayor's  Office  of  Economic  Development  (MOED)    401  Van  Ness  Ave.,  Room  339 

San  Francisco,  CA  94102 
Tel:  (415)  554-6969 

U.S.  Small  Business  Administration  San  Francisco  District  Office 

455  Market  Street,  Suite  600 
San  Francisco,  CA  94105 
Tel:  (415)  744-6820 

The  SBA  Entrepreneur  Center  455  Market  Street,  Suite  600 

San  Francisco,  CA  94105 
Tel:  (415)  744-6820 

The  SBA  Entrepreneur  Center  is  designed  to  help  you  with  your  business  research 

and  planning,  and  provides  you  with  more  than  2,000  small  business  planning  tools 

combined  with  free  counseling  and  one-on-one  service. 

Small  Business  Development  Center  (SBDC)  71 1  Van  Ness  Avenue 

San  Francisco,  CA  94102 
Tel:  (415)  561-1890 

The  SBDC  network  is  a  cooperative  venture  of  public  and  private  sector  resources. 

SBDC  provides  coordinated  and  comprehensive  management  and  technical  assistance 

to  small  businesses. 

California  State  Business  801  K  Street,  Suite  1700 

Trade  and  Commerce  Agency  Sacramento,  CA  95814 

Office  of  Small  Business  Tel:  (916)  324-1295 

Small  Business  Advocate  Hotline  Tel:  (916)  327-4357 

Responds  to  complaints  and  questions  regarding  small  business  concerns.  Sponsors, 
advocates  and  informs  on  legislation  concerning  small  business.  Makes  referrals  to  the 
public  and  private  sectors  as  appropriate. 

San  Francisco  Partnership  Tel:  (415)  352-8801 

Tel:  (888)  SFP-4BIZ 
Website:  http://www.sfp.org 

The  San  Francisco  Partnership  is  a  public-private  venture  that  offers  a  comprehensive 

range  of  business  attraction  and  retention  services,  providing  customized  information  to 

help  your  business  succeed. 
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Service  Corps  of  Retired  Executives  (SCORE)     455  Market  Street,  6th  Floor 

San  Francisco,  CA  94105 
Tel:  (415)  744-6827 

Retired  business  executives  volunteer  their  services  to  help  small  businesses.  SCORE 
provides  free  counseling  in  business  management,  export/import  finance,  accounting, 
record-keeping,  taxes,  marketing,  sales  promotion  and  advertising.  It  also  covers  special 
areas  of  retailing,  manufacturing,  sales  and  service  businesses  and  sponsors  seminars 
and  workshops. 


Chambers  of  Commerce  and  Merchants  Associations 
Asian  Business  League 


Bay  Area  Career  Women 


Black  Chamber  of  Commerce 


Chinese  Chamber  of  Commerce 


Hispanic  Chamber  of  Commerce 


Japanese  Chamber  of  Commerce 
of  Northern  California 


San  Francisco  Chamber  of  Commerce 


Southeast  Asian  Community  Center 


166  Geary  Street,  Suite  405 
San  Francisco,  CA  94108 
Tel:  (415)  788-4664 

55  New  Montgomery  Street 
Suite  321 

San  Francisco,  CA  94105 
Tel:  (415)  495-5393 

150  Post  Street,  Suite  440 
San  Francisco,  CA  94108-4707 
Tel:  (415)  291-8818 

730  Sacramento  Street 
San  Francisco,  CA  94108 
Tel:  (415)  982-3000 

2601  Mission  Street,  Suite  900 
San  Francisco,  CA  941 10 
Tel:  (415)  647-0224 

300  Montgomery  Street,  Suite  725 
San  Francisco,  CA  94104 
Tel:  (415)  395-9353 

465  California  Street,  9th  Floor 
San  Francisco,  CA  94104 
Tel:  (415)  392-4520 

875  O'Farrell  Street 
San  Francisco,  CA  94109 
Tel:  (415)  885-2743 
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San  Francisco  Council  of  District  Merchants  Associations 

Golden  Gate  Business  Association  1550  California  Street,  Suite  5L 

San  Francisco,  CA  94109 
Tel:  (415)  441-3651 

San  Francisco  Council  of  District  Merchants         PO  Box  31802 

San  Francisco,  CA  94131 
Tel:  (415)  337-6873 
Fax:  (415)  337-7488 


Nonprofit  Organizations 

Refer  to  pages  22  and  23  under  Nonprofit  Service  Providers. 


Educational  Institutions 


1600  Holloway  Avenue 
San  Francisco,  CA  94132 
Tel:  (415)  338-1373 
Hours:  9:00  AM  -  6:00  PM 
(Mon  -  Fri) 

425  Market  Street,  2nd  Floor 
San  Francisco,  CA  94105 
Tel:  (415)  904-7703 
Hours:  7:30  AM  -  8:00  PM 
(Mon  -  Thurs) 

Hours:  7:30  AM  -  6:00  PM  (Fri) 

50  Phelan  Avenue 
San  Francisco,  CA  941 12 
Tel:  (415)  239-3000 
Hours:  8:00  -  5:00  PM  (Mon  -  Fri) 

City  College  of  San  Francisco  has  opened  the  International  Business  Resource  Center 
(IBRC)  at  its  downtown  campus  at  the  corner  of  Fourth  and  Mission  Streets. 
■  The  Center  will  offer  several  workshops,  conferences  and  seminars  on  international 
business  issues,  and  will  host  dialogue  groups  with  international  experts. 


San  Francisco  State  University 
College  of  Extended  Learning 


San  Francisco  State  University 

Downtown  Center 

College  of  Extended  Learning 


City  College  of  San  Francisco 
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■  A  computer  network  will  link  users  to  local,  state,  and  international  agencies  and 
business  organizations. 

■  Cooperative  business  and  academic  research  projects  will  be  conducted,  and 
counseling  sessions  will  be  held,  to  assist  with  international  trade. 

■  A  library  of  selected  international  business  resources  will  also  be  available. 

University  of  California  Extension  Center  55  Laguna  Street 


In  addition  to  the  public  institutions  above,  there  are  many  private  institutions,  such  as 
Golden  Gate  University,  University  of  San  Francisco  and  New  College,  that  offer  courses  in 
the  small  business  field. 


Employment  -  Placement  and  Training 


San  Francisco,  CA  94102 
Tel:  (415)  252-5221 
Hours:  8:00  AM -9:00  PM 
(Mon  -  Fri) 


Private  Industry  Council  (PIC) 


745  Franklin  Street,  Suite  400 
San  Francisco,  CA  94102 
Tel:  (415)  931-7460 
Hours:  8:00  AM -5:00  PM 


California  State  Employment 
Development  Department 


801  Turk  Street 

San  Francisco,  CA  94102-3117 

Tel:  (415)  557-3038 

Tel:  (415)  749-7503 

Hours:  8:00  AM -5:00  PM 


e    w  as     here  first. 


We  came  along  a 

LITTLE  LATER.  We 

helped  pioneer  the 
banking  industry  in  the 
Golden  State,  serving 
merchants  and  49ers 
over  a  hundred  years 
ago.  At  Union  Bank  of 
California,  we  believe 
this  State  needs  a 
bank  that  grew  up  in 
California  culture.  Not 
just  the  culture  of 
redwoods  and  palm 
trees,  but  the  culture 
of  ideas:  From  the 


Californians  who  built 
the  Golden  Gate  Bridge, 
invented  biotechnology 
and  made  surfing  the 
Net  as  popular  as  surfing 
the  waves.  We  think  of 
those  Californians  as 
our  customers.  In  fact 
they  are  our  best 
customers.  Some  of 
them  even  went  to 
those  great  universities 
with  big  brown  bears  mm 
as  mascots.  You 
know,  those  fellows 
who  were  here  first.  19 


A   Different   Bank   for  a   Different  Place5" 

Dave  Bonfilio,  Vice  President  (415)  765-3450 
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Import/Export 

Are  you  interested  in  the  import/export  business?  Do  you  have  a  product  or  service  to 
bring  to  the  United  States  or  to  sell  abroad?  The  following  organizations  can  be  of  help. 
They  can  refer  you  to  the  appropriate  government  agencies  for  regulations  and  other 
information  you  will  need  regarding  imports  and  exports. 

International  Trade  Administration  250  Montgomery  Street 

U.S.  Department  of  Commerce  14th  Floor 

San  Francisco,  CA  94104 
Tel:  (415)  705-2300 
Internet:  http://www.ita.doc.gov 

The  International  Trade  Administration  provides  trade  leads  and  helps  in  locating  foreign 

distributors  or  agents.  This  office  also  conducts  trade  missions,  trade  fairs,  seminars  and 

conferences  on  exporting. 

U.S.  Small  Business  Administration  455  Market  Street,  6th  Floor 

Business  Information  Center  San  Francisco,  CA  94105 

Tel:  (415)  744-4242 
Hours:  9:00  AM  -  3:00  PM 
(Mon  -  Fri) 

Export  Assistance  For  information  only 

Tel:  (415)  744-7502 

The  U.S.  Small  Business  Administration's  Business  Information  Center  offers  a  high- 
technology  library  for  small  business  owners  or  individuals  interested  in  going  into 
business.  The  Business  Information  Center  also  provides  outreach  and  counseling 
to  new  and  existing  entrepreneurs.  For  Export  assistance  call  for  information  only  at 
the  above  number. 

San  Francisco  Chamber  of  Commerce  465  California  Street,  9th  Floor 

International  Department  San  Francisco,  CA  94104 

Tel:  (415)  352-8853 
Hours:  8:00  AM  -  5:00  PM 
The  International  Department  offers  opportunities  to  establish  personal  contacts  with 
foreign  and  local  enterprises,  promote  your  company  and  participate  in  activities  that 
respond  to  the  needs  of  the  international  business  community. 
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Information  Sources 

San  Francisco  Public  Library  100  Larkin  Street 

Main  Library  Civic  Center 

San  Francisco,  CA  94102 

Tel:  (415)  557-4400 

Hours:  10:00  AM  -  6:00  PM  (Mon) 

Hours:  9:00  AM  -  8:00  PM 

(lues  -  Thurs) 

Hours:  11:00  AM -5:00  PM  (Fri) 
Hours:  9:00  AM  -  5:00  PM  (Sat) 
Hours:  12:00  PM  -  5:00  PM  (Sun) 
Internet:  http://sfpl.lib.ca.us 

The  Small  Business  Collection  of  the  Business  and  Technology  Center  offers  hands-on 
guides  for  successfully  starting  and  operating  a  business.  Along  with  general  information 
sources  (such  as  the  small  business  source  book  from  Gale  Research)  the  collection 
houses  books  on  business  plans,  how  to  apply  for  business  loans  and  venture  capital,  the 
ins-and-outs  of  buying/selling  a  business,  home-based  businesses,  do's-and-don'ts 
regarding  franchises,  and  how  to  create  marketing  plans  and  advertising  campaigns.  Of 
special  note  is  a  collection  of  several  hundred  how-to  guides  published  by  Entrepreneur 
Magazine. 

Library  Express  Tel:  (415)  557-4557 

Fax:  (415)  557-4486 
e-mail:  express@sfpl.lib.ca.us 

Library  Express,  the  Library's  fee-based  research  and  document  delivery  service, 
provides  authoritative  up-to-date  information  to  help  entrepreneurs  write  a  business 
plan,  gather  statistics  on  an  industry,  check  on  competitors  or  develop  a  marketing  plan. 
Experienced  reference  librarians  use  the  extensive  resources  of  the  Main  Library,  a 
variety  of  databases  and  the  Internet  to  supply  the  needed  information  at  a  reasonable 
cost  and  with  a  quick  turnaround  time.  Customized  research  results  can  be  delivered. 
The  service  is  available  by  phone. 
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San  Francisco  Patent  and 
Trademark  Law  Association 


2001  Ferry  Building 
San  Francisco,  CA  941 11 


U.S.  Patent  and  Trademark  Office 


Tel:  (415)  433-4150 
Tel:  (800)  786-9199 


The  Government  Information  Center  is  a  depository  for  city,  state  and  federal  publications. 
Tides  of  interest  to  the  new  entrepreneur,  as  well  as  the  established  business  person, 
include  the  California  Code  of  Regulations,  the  Code  of  Federal  Regulations  and  the  San 
Francisco  Municipal  Codes.  The  collection  is  strong  in  import  and  export  statistics.  The 
Center  also  contains  the  Brooks  Walker  Patent  and  Trademark  Center  where  patrons  can 
investigate  the  possibility  of  trademarking  the  name  of  their  product  or  service  and,  if 
appropriate,  conduct  a  patent  search. 


Legal 

Do  you  need  a  lawyer?  The  following  organizations  can  refer  you  to  lawyers  or  agencies 
for  help  on  legal  matters  concerning  your  business. 

Bar  Association  of  San  Francisco  685  Market  Street,  Suite  700 

Lawyer  Referral  Service  San  Francisco,  CA  94105 


The  Bar  Association  of  San  Francisco  provides  legal  assistance  primarily  for  start-ups 
serving  disadvantaged  communities.  The  services  are  provided  by  the  Lawyer  Referral 
Service  and  the  Volunteer  Legal  Service  Program. 


The  U.S.  National  Labor  Relations  Board  responds  to  questions  concerning  the  legality  of 
terminated  employment. 


Tel:  (415)  764-1616 
Tel:  (415)  764-1600 


U.S.  National  Labor  Relations  Board 


901  Market  Street,  Suite  400 
San  Francisco,  CA  94103 
Tel:  (415)  356-5130 
Hours:  8:00  AM  -  5:00  PM 


Business  loans 
for  those  who 
never  thought  they 
could  get  one. 

Citibank  now  makes  it 
easier  to  get  an  SBA  loan. 

First,  our  new  Capital  Access  Program  makes  it  easier  to  qualify.  You  only  have 
to  be  in  business  for  one  year.  Not  three.  You  only  need  to  demonstrate  a 
profit  for  the  last  year.  Not  the  last  two  .  And  we've  relaxed  the  cash  flow 
requirements.  Secondly,  we  use  our  one-page  application  so  applying  is  much 
simpler.  What's  more,  depending  on  the  use  of  your  loan,  you  may  qualify  to 
borrow  more  money  on  better  terms  -  up  to  $250,000  over  as  long  as  1 5 
years.  Finally,  we  guarantee  to  give  you  a  loan  decision  within  five  business  days 
of  receiving  your  completed  application.  Instead  of  3  weeks  or  more. 

Free  Computer  Banking  Service. 

Now,  if  you  also  open  a  Citibank  business  checking  account,  you'll  get  our 
Business  Access"  computer  banking  service  free  of  monthly  fees.'  A  $300  annual 
value!  Move  money  between  accounts.  Check  balances.  Wire  Money.  And  much 
more.  From  home,  the  office,  or  with  a  laptop  virtually  anywhere.  Morning,  noon, 
or  night.  To  apply  for  a  loan  or  learn  more,  call  any  branch  listed  below:** 


California  Street 

PG&E  Plaza 

San  Rafael 

(415)  981-3180 

(415)  908-0500 

(415)  456-2121 

Chinatown 

Presidio  Heights 

Mill  Valley 

(415)  982-2034 

(415)  922-0403 

(415)  383-0510 

Marina 

S.F.  Business  Center 

Novato 

(415)  923-0623 

(415)  583-9362 

(415)  892-4639 

Market  Street 

Irving  Street 

Albany 

(415)  433-3657 

(415)  682-2000 

(510)  525-1  145 

Montgomery  Street 

West  Portal 

Dimond 

(415)  837-0880 

(415)  664-0814 

(510)  530-5660 

1 9th  Avenue 

Alameda 

Richmond 

(415)  665-1950 

(510)  865-1222 

(510)  235-8900 

jS  F         *  Regular  account  charges  may  apply.  ^\M^^Mf^  A  A  f  A> 

■^^^■i  To  ensure  quality  service,  calls  are  randomly  monitored  m       mm   fH  M\  f\ff 
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Marketing  and  Advertising 

Do  you  know  the  best  way  to  market  your  business?  Develop  your  advertising  messages? 
Budget  for  marketing  and  advertising?  Handle  relations  with  the  press,  radio  and  televi- 
sion? Check  with  the  following  organizations  to  see  if  their  services  fit  your  needs. 

American  Marketing  Association  PO  Box  27278 

San  Francisco  Bay  Area  Chapter  San  Francisco,  CA  94127 

Tel:  (415)  994-2429 

This  local  chapter  of  an  international  organization  offers  seminars  and  publications 
on  marketing  research/management,  monthly  programs  and  round-table  meetings  on 
marketing  topics  and  placement  service. 

Media  Alliance  814  Mission  Street 

San  Francisco,  CA  94103 
Tel:  (415)  546-6334 
Hours:  1:00  PM -5:00  PM 
(Mon  and  Fri) 

Hours:  1:00  PM  -  8:00  PM  (Wed) 
Hours:  1:30  PM  -  5:30  PM  (Sat) 

The  Media  Alliance  offers  low-cost  seminars  and  workshops  on  marketing,  advertising, 

media  relations,  and  business  development. 

San  Francisco  Chamber  of  Commerce  465  California  Street,  9th  Floor 

San  Francisco,  CA  94104 
Tel:  (415)  392-4520 
Staff  hours:  8:00  AM  -  5:00  PM 
Publication  sales  hours: 
9:00  AM -4:00  PM 

The  San  Francisco  Chamber  of  Commerce  offers  members  low-cost  seminars  and 
workshops  on  marketing,  advertising,  media  relations  and  business  development. 

San  Francisco  Convention  &  Visitors  Bureau  Convention  Plaza 

201  Third  Street,  Suite  900 
San  Francisco,  CA  94103 
Tel:  (415)  974-6900 
Hours:  8:30  AM  -  5:00  PM 
The  Bureau  has  been  the  City's  official  visitor  marketing  and  sales  organization  for  over 
80  years.  The  Bureau's  goal  is  to  enhance  the  City's  economy  by  promoting  San  Francisco 
for  conventions,  trade  shows,  corporate  meetings  and  pleasure  travel.  New  business 
members  can  utilize  many  sales  aids,  marketing  services,  activities  and  seminars. 
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Procurement 

How  can  you  sell  to  city,  state  or  federal  agencies?  What  are  the  requirements?  The 
following  organizations  can  advise  or  help  you  on  submitting  bids  on  contracts.  If  your 
company  has  been  located  in  San  Francisco  for  at  least  six  months,  you  may  qualify  for 
certification  as  a  Local  Business  Enterprise  (LBE).  Certification  as  LBE  allows  you  to 
claim  a  5%  preference  when  bidding  on  any  City  and  County  of  San  Francisco  contract 
or  bid. 

If  your  firm  is  an  LBE  and  more  than  51%  owned,  operated,  and  controlled  by 
women  or  minorities,  you  may  also  qualify  for  certification  as  Minority  or  Woman 
Business  Enterprise  (MBE  or  WBE).  Certification  as  a  MBE  or  WBE  allows  you  to  claim 
a  10%  preference  on  any  City  contract  or  bid.  Certified  businesses  may  also  be  counted 
by  prime  contractors  bidding  on  City  contracts  toward  MBE/WBE  subcontractor  partici- 
pation goals  on  construction  and  architecture  or  engineering  contracts.  It  is  the  City's 
policy  to  encourage  the  development  of  local  minority  and  woman-owned  companies. 
Your  firm  must  meet  the  criteria,  submit  an  application  to  the  Human  Rights  Commission 
and  receive  a  letter  verifying  its  certification  as  a  MBE/WBE. 

City  and  County  of  San  Francisco  633  Folsom  Street,  Room  514 

Purchasing  Department  San  Francisco,  CA  94107 

Tel:  (415)  554-6743 
Fax:  (415)  554-6749 
Hours:  8:00  AM  -  5:00  PM 

The  Purchasing  Department  issues  contracts  for  all  City  purchases  of  equipment, 
supplies  and  services,  except  for  construction.  The  Department  publishes  the  "Bid  and 
Contract  Opportunities"  newsletter,  a  weekly  fisting  of  upcoming  bids  for  purchases  of 
goods  and  services,  construction  jobs  and  concessions  on  City  property.  For  information 
on  subscribing  to  the  newsletter,  call  the  Purchasing  Department.  Furthermore,  the 
Purchasing  and  the  Human  Rights  Commission  work  closely  together  in  administering 
the  MBE/WBE/LBE  Program. 

San  Francisco  Human  Rights  Commission  25  Van  Ness  Avenue,  Suite  800 

San  Francisco,  CA  94102 
Tel:  (415)  252-2500 
Hours:  8:00  AM  -  5:00  PM 

The  Human  Rights  Commission  handles  the  certification  process  for  minority,  women 
and  locally-owned  businesses  for  preference  in  bidding  on  City  and  County  contracts. 
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Northern  California  Supplier  Development  Council   575  Market  Street,  Suite  V00 

San  Francisco,  CA  94105 
Tel:  (415)  894-0022 

The  Northern  California  Supplier  Development  Council  offers  information  and  referrals 
on  government  and  private  corporation  bid  procedures  and  programs  for  minority-  and 
women-owned  businesses.  Call  for  an  appointment. 

State  of  California 

Department  of  General  Services  1823  -  14th  Street 

Office  of  Procurement  Sacramento,  CA  95814 

Tel:  (916)  445-5253 
Hours:  8:00  AM  -  5:00  PM 
The  Department  of  General  Services  handles  applications  for  selling  goods  to  the  State. 

Office  of  Small  and  Minority  Business  (OSMB)        1531 1  Street,  Second  Floor 

Sacramento,  CA  95814-2016 
Tel:  (916)  322-5060 
Hours:  8:00  AM  -  5:00  PM 
OSMB  Internet: 
hup  ://www.  dgs .  ca.  gov/osmb 
Caltrans  Internet: 
http  ://www.  dot.  ca.gov/hq/bep/ 
The  Office  of  Small  and  Minority  Business  (OSMB)  aids  small,  minority,  women  and 
disabled  veteran  business  enterprises  to  further  their  participation  in  contracting 
opportunities  with  the  State.  The  primary  responsibility  of  the  OSMB  is  the  certification 
of  small  businesses  and  disabled  veteran  business  enterprises.  The  office  has  an  on-line 
publishing,  the  California  State  Contracts  Register  (CSCR).  It  fists  a  semi-monthly  publi- 
cation of  current  state  contracting  oppormnities,  which  announces  bid  information  on 
state  service  and  construction  contracts.  The  office  provides  assistance  in  implementing 
provisions  for  the  Small  Business  Procurement  and  Contract  x\ct  (5%  small  business 
preference),  and  Employment  and  Economic  Incentive  Act  (EEIA).  The  OSMB  works 
with  state  agencies  and  business  firms  to  further  minority,  women  and  disabled  veteran 
business  enterprise  participation  goals. 
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United  States  Government 

General  Services  Administration  450  Golden  Gate  Avenue 

Office  of  the  Enterprise  Development  5th  Floor  -  Room  6514 

San  Francisco,  CA  94102 
Tel:  (415)  522-2700 
Hours:  8:00  AM  -  4:00  PM 
The  General  Services  Administration's  Office  of  the  Enterprise  Development  provides 
listings,  applications  and  general  information  on  bidding  for  federal  contracts. 

U.S.  Small  Business  Administration  For  information  only: 

Government  Contracting  Tel:  (415)  744-6844 

Minority  Business  Development  Tel:  (415)  744-6808 

The  U.S.  Small  Business  Administration  offers  information  on  how  to  obtain  a  federal 

contract.  The  SBA  also  offers  a  nine  year  business  development  program  for  firms  owned 

and  managed  by  socially  and  economically  disadvantaged  individuals. 


San  Francisco  SAFE  Tel:  (415)  553-1984  or 

Tel:  (415)  673-SAFE 

Neighborhood  Crime  Prevention  Education,  specializing  in  neighborhood  watch  organizing. 


Utilities 

Telephone:  Pacific  Bell  Tel:  (800)  750-2355 

Call  an  account  executive  to  assist  you  with  your  business  telecommunications  needs. 
Charges  will  vary  depending  upon  the  needs  of  your  business.  Service  can  normally  be 
installed  within  24  hours. 

Water:  San  Francisco  Water  Department  San  Francisco,  CA  94102 

Tel:  (415)  923-2400 
Hours:  8:00  AM -5:00  PM 

For  emergency  service  after  5:00  PM, 

weekends  or  holidays:  Tel:  (415)  550-4911 

Call  or  visit  the  above  office.  If  you  are  a  new  business,  you  will  have  to  pay  a  deposit 
for  water  service.  The  amount  of  the  deposit  will  depend  on  your  type  of  business,  the 
history  of  water  usage  by  a  previous  user  and  the  projected  amount  of  usage.  Your 
deposit  will  be  applied  to  your  bill  after  one  year  if  you  have  a  good  payment  history. 
Give  one-day  notice  to  cancel  service. 


VI.  Resource  Directory 


Gas  and  Electric  Service: 

Pacific  Gas  and  Electric  Company  (PG&E) 


2435  Mission  Street 
San  Francisco,  CA  941 10 


Smarter  Energy  Line 

Business  Customer  Service  Department 


Tel:  (800)  743-5000 
Tel:  (800)  933-9555 
Tel:  (415)  973-3000 


Customer  service  will  help  you  establish  new  gas  and  electric  accounts  and  answer 
billing  questions.  To  establish  an  account,  a  deposit  of  twice  the  estimated  monthly  bill 
may  be  requested.  After  12  consecutive  months  of  timely  payments,  any  deposits,  plus 
interest  may  be  refunded.  Service  will  be  provided  within  48  hours  of  your  request.  For 
questions  about  how  much  energy  your  appliances  use,  call  the  toll-free  Smarter  Energy 
Line.  For  information  on  energy  efficiency  rebates  call  the  Business  Customer  Service 
Department. 

Garbage  Collection: 

Sunset  Scavenger  Company  Tel:  (415)  330-1300 

Fax:  (415)  330-1338 

Serving  the  following  areas  of  San  Francisco:  Excelsior,  Mission,  Twin  Peaks,  Bayview, 
Hunter's  Point,  Richmond  and  Sunset. 

Golden  Gate  Recycling  and  Disposal  Company        Tel:  (415)  626-4000 

Fax:  (415)  553-2905 
Serving  the  following  areas  of  San  Francisco:  Pacific  Heights,  Fillmore,  Marina, 
Chinatown,  Telegraph  Hill,  Financial  District,  North  of  Market  and  Fisherman's  Wharf. 


Waste  Reduction,  Energy  and  Environmental  Assistance 

Regional  Environmental  Business  Resource  800  Mission  Street 

and  Assistance  Center  (REBRAC)  San  Francisco,  CA  94103 


Call  the  REBRAC  at  City  College  of  San  Francisco  to  have  a  free  technical  evaluation  of 
your  waste  management,  energy  and  environmental  practices.  REBRAC  details  ways 
to  help  your  business  save  money.  REBRAC  surveys  your  business  and  gives  you  a 
confidential  assessment,  including  a  report  with  the  latest  environmental  information 
on  technologies  and  best  management  practices.  REBRAC  focuses  on  waste  reduction 
and  energy  efficiency.  REBRAC  also  provides  classes,  seminars  and  other  support 
services  to  help  educate  businesses  on  the  benefits  of  better  environmental  practices. 
Request  a  survey  to  learn  new  ways  to  cut  your  operating  costs  and  improve  your  profits. 


Tel:  (415)  267-6514 


Turn  a 

Call  into 
Cash 

1-888-BUSINESS 

1-888-BUSINESS  is  the  easy  way  to  apply  for  a  business 
loan  or  line  of  credit.  Just  give  us  a  call  and  apply  over  the 
phone  anytime  6:00am  to  9:00pm  seven  days  a  week.  For 
loans  and  lines  of  credit  up  to  $50,000  you  won't  even  need 
to  provide  us  with  tax  returns  or  financial  statements.  Talk 
about  easy.  Call  us  toll-free  1-888-BUSINESS. 

m 

Bank  off  America 

Bank  of  America  NT&SA.  An  equal  opportunity  lender.  Some  restrictions  apply. 

i 
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City  Government  Agencies 


Mayor  Willie  Brown  (415)  554-6141 

AIDS  Office  (415)  554-9000 

Airport 

General  Information   (415)  761-0800 

Commission  (415)  876-2231 

Art  Commission  (415)  252-2590 

Assessor  (415)  554-5507 

Board  of  Supervisors  (415)  554-5184 

Business 

Fictitious  Business  Name  (415)  554-4176 

Small  Business  Advisory  Commission  (415)  554-6969 

Taxes  (415)  554-4426 

Chief  Administrator  (415)  554-4851 

Child  Care  Referrals  (415)  243-0111 

City  Attorney  (415)  554-4283 

City  Hall  Operator  (415)  554-4000 

City  Planning  (415)  558-6377 

Consumer  Fraud  Unit  (415)  553-1814 

Controller  (415)  554-7500 

Convention  and  Visitors  Bureau  (415)  974-6900 

Courts 

Municipal   (415)  554-4532 

Small  Claims   (415)  292-2129 

Superior   (415)  554-5150 

Traffic   (415)  553-9400 

Department  of  Agriculture  (415)  285-5010 

Weights  and  Measures  (415)  285-5012 

Department  of  Building  Inspection  (415)  558-6096 

Housing  Inspection  (415)  558-6220 

District  Attorney  (415)  553-1752 
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Drugs 

Drug  Abuse  Hotline  (415)  715-4900 

Police  Hotline   (415)  553-1600 

Fire  Department  (415)  558-3258 

Garbage 

Dumping  Complaints  (415)  255-3610 

Street  Cleaning  (415)  695-2020 

Golden  Gate  Recycling  and  Disposal   (415)  626-4000 

Sunset  Scavenger  (415)  330-1300 

City  Dump   (415)  468-2440 

Health  Department 

Toxins /Asbestos  (415)  206-5477 

Environmental  Health   (415)  554-2795 

San  Francisco  General  Hospital  (415)  206-8000 

Homeless  (415)  554-2670 

Human  Rights  Commission  (415)  252-2500 

Jobs 

City  Jobs  (Civil  Service)   (415)  554-4747 

CA  Fair  Employment  and  Housing  Commission   (415)  557-2325 

CA  Labor  Department  (415)  557-0861 

Legal  Assistance 

Neighborhood  Legal  Assistance  (415)  982-1300 

Bar  Association  Referrals  (415)  764-1616 

Small  Claims  Court  Advice  (415)  554-4527 

Marriage  Licenses  (415)  554-4176 

Municipal  Railway 

Information  (415)  554-1600 

Complaints  ,...(415)  923-6164 

Neighborhood  Disputes  -  Community  Boards  (415)  863-6100 

Noise 

Street  Construction   (415)  554-5815 

Construction  -  Building  Inspection  (415)  558-6096 
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Nuisance  -  Police  (415)  553-1012 

Parking  and  Traffic  (415)  554-2300 

Performing  Arts   (415)  621-6600 

Permits 

Building  (Central  Permit  Bureau)   (415)  558-6070 

Parking  (415)  554-5000 

Planning  (415)  558-6377 

Police  Department  (Non-emergency)  (415)  553-0123 

Emergency  911 

Port  Commission   (415)  274-0400 

Public  Utilities  Commission  (415)  554-3160 

Public  Works  (415)  695-2020 

Purchasing  Department  (415)  554-6743 

Recreation  &  Parks  Department  (415)  666-7064 

Recycling  -  Marketing  Development  Zone  (415)  554-3400 

Rent  Board  -  Residential  Landlord/Tenant  (415)  252-4600 

Schools 

Public   (415)  565-9000 

Community  College   (415)  239-3000 

Sewer  Repair  (415)  695-2096 

Sheriff  (415)  554-7225 

Street  Lights  (415)  554-0729 

Tax  Collector  (415)  554-4400 

Treasurer  (415)  554-4478 

Trees  (415)  695-2017 

Water  Department 

Billing  (415)  923-2420 

Emergency  Service  Conservation  (415)  923-2662 

Youth  Commission  (415)  554-6446 

Zoning  (City  Planning)  (415)  558-6377 
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